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Welcome to the Wisconsin Department of Public Instruction’s training module on the
Private School Choice Programs and Completing the Hours of Instruction report. We
will refer to the Private School Choice Programs as “Choice” or “Choice program”
throughout this training. The Choice program is governed by Wis. Stat. §§ 119.23 and
118.60, as well as Wis. Admin. Codes ch. Pl 35 and 48. Provisions of this training
module are subject to statutory and rule changes.



General Hours of Instruction Requirements

Wisconsin Private School Requirements:

1) Private schools: s.118.165(1)(c), Wis. Stats. The program provides at least 875
hours of instruction each school year.

2) Private School that participate in Choice Programs: Wis. Stat. §§ 118.60(2)(a)8
and 119.23(2)(a)8: Notwithstandings. 118.165 (1) (c) Wis. Stats., the private school
annually provides at least 1,050 hours of direct pupil instruction in grades 1 to 6 and
at least 1,137 hours of direct pupil instruction in grades 7 to 12.

3) Hours provided under these statutes include recess and time for pupils to transfer
between classes but do not include the lunch periods.

—ﬁ_—

All private schools in Wisconsin are required to provide at least 875 hours each year.
Schools that participate in the Choice programs have additional requirements.

Choice schools must provide at least 1,050 hours of direct pupil instruction to grades 1
to 6 each year.

Choice schools must provide at least 1,137 hours to grades 7 to 12 each year.

Hours include recess and time for pupils to transfer between classes, but do not include
the lunch periods.

A school’s accrediting organization may have additional requirements, such as requiring
180 days of school.



Choice Program: Hours of Instruction
Requirements for K4 and K5

» 437 hours of direct student instruction are required fora0.5 FTE K4 and a0.5 FTE K5

program.

The scheduled daily hours for a0.6 FTE,0.8 FTE, and 1.0 FTE K5 program must match the
scheduled daily hours for the full day of first grade, and a 0.6 FTE, 0.8 FTE, and 1.0 FTE K5
program must provide the applicable minimum hours of direct student instruction seen below.*

» 0.6 FTE program must provide at least 630 hours (students attend 3 full days of instruction each week)

» 0.8 FTE program must provide at least at least 840 hours (students attend 4 full days of instruction each week)

« 1.0FTE program must provide at least 1,050 hours (students attend 5 full days of instruction each week)

*For schools that offer kindergarten but do not offer first grade, the required minimum 5K hours are 525 for a 0.6 FTE program, 700 for a 0.8 FTE
program, and 875 for a 1.0 FTE program.

—ﬁ_—

437 hours of direct student instruction are required for a 0.5
FTE K4 and a 0.5 FTE K5 program.

The scheduled daily hours for a 0.6 FTE, 0.8 FTE, and 1.0 FTE
K5 program must match the scheduled daily hours for the full
day of first grade, and a 0.6 FTE, 0.8 FTE, and 1.0 FTE K5
program must provide the applicable minimum hours of
direct student instruction seen below.*

* 0.6 FTE program must provide at least 630 hours (students attend 3 full
days of instruction each week)

* 0.8 FTE program must provide at least at least 840 hours (students attend 4
full days of instruction each week)

* 1.0 FTE program must provide at least 1,050 hours (students attend 5 full
days of instruction each week)

*For schools that offer kindergarten but do not offer first grade, the required
minimum 5K hours are 525 for a 0.6 FTE program, 700 for a 0.8 FTE program, and



875 fora 1.0 FTE program.



Choice Program: Report Due Date

* New Schools: By the first weekday in May of the school year immediately preceding the first school year in which a first-time
participant intends to participate in the choice program, the first-time participant shall file with the department the hours of
instruction for the upcoming school year. New schools submit a report using the DPI Hours of Instruction Calculator found on the
Private School Choice Programs: School Submitted Reports webpage. The hours of instruction shall comply with the requirements

unders. 118.60 (2) (a) 8., Stats., and s. P1 48.06 (6).

» All Schools: Due annually by last weekday of September, schools submit the hours of instruction in the Online Application System
(OAS) in the September Count Report. The DPI highly recommends using the Hours of Instruction Calculator to ensure the school is

providing the number of hours of direct student instruction required. Please see Training 9-3: 3rd Friday in September & 2nd Friday

in January Count Reports for more information on how to submit this report.

» Revisions are allowed if there are unplanned changes to schedule, such as snow days. Changes to the hours of instruction do not
need to be reported, with the exception if school shortens the school term from what was reported. A school should report the

earlier last day of school to the department using the School Information Update form prior to the change.
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New schools must show the DPI, by the first weekday in May of their first year, how
they will meet this requirement. News schools will need to submit the DPI Hours of
Instruction Calculator found on the Private School Choice Programs: School Submitted
Reports webpage. The following slides of this PowerPoint will review this Excel Report.

Schools that are continuing in the Choice program must submit their hours of
instruction to the DPI in the September Count Report via OAS annually by last weekday
of September, certifying that they will meet the requirement for the upcoming year.
Please see Training 9-3: 3rd Friday in September & 2nd Friday in January Count Reports
for more information on how to submit this report.

Schedules can change, and revisions are allowed. General revisions to the schedule are
not required to be reported to the DPI. The DPI may request validation the school’s
reported hours are accurate. It is highly recommended that schools use the DPI Hours
of Instruction Calculator found on the Private School Choice Programs: School
Submitted Reports webpage. If it is necessary to shorten the school term, a school must
get prior approval from the department to end school on an earlier date prior to the
change. School should use the School Information Update form to report this change. It
is highly recommended the school reports this change and gets prior approval before
May 1.



Hour of Instructions Report: Excel Instructions
Tab

1) Use the Hours of Instruction Checklist to assist you in completing the report.

(Note: Checklist does not need to be sent to the DPI.)

2) Download the Excel document from the Choice School Submitted Reports

webpage.
3) Save acopy of the file on your local system.

4) See the tabs at the bottom of the report to access all required sheets:

Bcelotutions  CovePage | ErorReport | SCHLrade K4 | SCH 2 Partdmel3 | SCHFultmefG - SCH Grades 16 | SCH S-Grades T2

The Hours of Instruction report and Checklist is posted to the DPI Private School Choice
Programs web page under School Submitted Reports.

To have the best experience and full functionality with the report save a copy of the
Excel file on your local system with access for relevant staff. The school will want to be
able to revise the report later in the year if necessary.

There are tabs at the bottom of the report that will link you to the required pages of
the report.



‘HOURS OF INSTRUCTION REPORT
INSTRUCTIONS FOR COMPLETION

PRIVATE SCHOOL CHOICE PROGRAMS (CHOICE)
PI-PCP-117 (Rev 12-19)

HOURS OF INSTRUCTION REPORT
INSTRUCTIONS FOR COMPLETION

PRIVATE SCHOOL CHOICE PROGRAMS (CHOICE)
PI-PCP-117 (Rev 12-19)

Google Sheets
This form may not be completed or submitted using Google sheets. It must be completed in Microsoft Excel
and submitted as an attached Microsoft Excel document.

Protected Cells
The cells in the spreadsheet have been protected so that input can only be placed in cells that need

. Read the “ Exce I I nstr u Ct ion S” ta b first information. Use the Tab key to move to the cells that will accept input. When filing out the form on the

ccomputer, only the cells highlighted in "yellow" are to be filled out.

for the instruction overview. Use of Cut & Paste

Be aware that using "cut and paste” could damage the spreadsheet. Do not "cut” any cells. Do not use the
space bar to delete information that you wish to delete from any cell. The spreadsheet will read a space as it
it were text. Use the delete key or backspace to remove information in any cell. However, the school can
“copy and paste "

. Report Submission

* T I h h d d Once the report is complete, the Choice Administrator must electronically sign the cover page and email the
ype On y I n Spaces t at a re S a e report as an Excel to oice@dpi.wi.gov. The school should retain a copy of the
spreadsheet for its records. The report should NOT be sent as a pdf, faxed or mailed to the department

ye I I OW Continuing schools must email the report to DPI by May 1, 2020. Schools new to the choice program
= must email the report by January 10, 2020.

Do not email the report to individual Choice team members or have individual Choice team members cc'd
on reports emailed to privateschoolchoice@dpi wi.gov, unless specifically requested.

* Excel Instructions | Cover Page | Error Report | SCH1-Grade k4 | SCH2-Part-time K5 | SCH 3-Full-ime K5 | SCH4-Grades 1-6 | SCH 5-Grades 7-12 |

Read the “Excel Instructions” tab first for the instruction overview.

The instructions direct you to complete the Cover Page first. You are only able to enter
information in the boxes that are shaded yellow.




Cover Page Tab: Section I. - School Information

* Type the School Name and
School City at the top of the

Cover Page.

| Excel Instructions | Cover Page | Error Report | SCH1-Grade K4 | SCH 2-Part-time K5 | SCH 3-Full-time K5 | SCHA4-Grades 1-6 | SCH 5-Grades 7-12 |

e ——

Begin by typing the name of the school and the city at the top of the cover page in
Section I.




Cover Page Tab: Section Il. GRADES

« Put an “X” next to all grades at

the school, even if a grade will

not be offered to Choice pupils.

* The required hours will appear

on the chart in Section Il1,

Summary of Requirements.

——

Type an “X” in Section Il. Grades next to all grades offered at the school, even if a grade
will not be offered to Choice pupils.

The required hours will appear on the chart in Section Ill., Summary of Requirements.
After you have completed the entire report, your hours will transfer automatically to
Section Ill, and the report will confirm whether the requirement is met.



Cover Page Tab: Section IV. School On Count Dates

* Choice schools are paid based on attendance on 2 “count dates.” The count dates are

used to determine if students meet the attendance eligibility requirements.

¢ Click on the yellow box. A drop-down arrow will present either a “Yes” or “No”

response.

» Answer “Yes” or “No” to whether the school plans to have a full day of instruction on

the Count dates' IV. SCHOOL ON COUNT DATES

Does the school plan to have a full day of instruction on the 3rd Friday in September (September 21, 2018) AND the 2nd
Friday in January (January 11, 2019) for all the grade levels of the school? Schools are strongly encouraged fo have a full
day of instruction on the count dates. The count dates are used fo defermine if students meet the attendance eligibility
requirements. If the school will not be in session on either count date, the school should contact the department in advance
of submitting this report.
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Complete the answer in Section IV. School on Count Dates by clicking on the drop-
down arrow in the yellow box and clicking on “Yes” or “No.”

If the school will not be in session on either count date, the school should contact the
department in advance of submitting this report.



Cover Page Tab: Section V. Choice Administrator Certification

* Type the Choice Administrator’s name in the yellow box in Section
V.

* The Choice Administrator’s electronic signature certifies that the
hours included do not include more than 140 hours of work-based

instruction as define under s.118.56, Wis. Stats.

In Section V. of the cover sheet, type the Choice Administrator’s name in the yellow
box.

If your high school has created a Work Based Program that meets the requirement of
Wisconsin Statute 118.56, no more than 140 hours of work-based instruction may be
counted as Hours of Instruction to meet the choice school requirement.

10



Cover Page Tab: Section V. Choice Administrator Certification
(cont.)

*Your signature certifies that you are aware that payments may be

withheld if the school year ends earlier than scheduled.
* See Wisconsin Administrative Code Pl 35.19(4) and P1 48.19(4):

...... The department may not make a May payment to a school that has
ceased instruction prior to the end of its scheduled school term unless
the school obtained prior written approval from the department to end

the school term early.”

—;

Even if you have satisfied the Hours of Instruction requirement, the school may not
end the school term early unless it has received prior written approval from the DPI.

11



Error Report Tab
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| Excel Instructions | Cover Page | Error Report | SCH 1-Grade K4 | SCH 2-Part-time K5 | SCH 3-Full-time K5 | SCH 4-Grades 1-6 | SCH 5-Grades 7-12 |

e

* If there are errors on the report you will

see “ERROR” on this page.

» Correct any errors before submitting the
report to DPI. Click on the ? symbolinthe

left-hand column if you have questions.

* Include the ERROR REPORT when you

submit your Hours of Instruction report.

If there are errors on the report, you will see “ERROR” on this page.

Correct any errors before submitting the report to the DPI. Click on the ? symbol in the

left-hand column if you have questions.

Include the ERROR REPORT when you submit your Hours of Instruction report.

12



Grade Level Tab Completion

* Next, complete the schedules for each grade category offered by
the school (see Cover Page Tab Section I1):
*SCH 1- Grade K4
* SCH 2- Part-Time K5
* SCH 3-Full-Time K5
* SCH 4-Grades 1-6
* SCH 5-Grades 7-12

I Excel Instructions | Cover Page | Error Report | SCH1-Grade K4  SCH 2-Part-time K5 | SCH 3-Full-ime K5 | SCH4-Grades 1-6 | SCH 5-Grades 7-12
13

Next, complete the schedules for each grade category offered by the school.

Each grade category that was marked on the cover page must have a schedule
completed.

Again, you will type in the spaces that are shaded yellow only.

13



Grade Level Tab Completion (cont.)
Step 1 - First and Last School Days

STEP 1-FIRST AND LAST SCHOOL DAYS

Insert the day that school will begin and the day that school will end for the 4 year-old kindergarten program below. State law requires that the school
have at least a two month summer break The dates listed below should not include dates for summer school-

Ln School Day Date

2018-19 School Year First School Day
2018-19 School Year Last School Day

~

| Excel Instructions | Cover Page | Error Report | SCH 1-Grade K4 | SCH 2-Part-time K5 | SCH 3-Full-time K5 | SCH 4-Grades 1-6 | SCH 5-Grades 7-12 |

*In the yellow
boxes, type in the
first school day
and last school

day.

14
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In the yellow boxes, type in the first and last date of school.
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Grade Level Tab Completion (cont.)
Step 2-Weekly Schedule

* Insert the number of hours and minutes of instruction for each day of the week for these

grades. Hours include recess and time for pupils to transfer between classes but do not

include lunch periods.

10 STEP 2-WEEKLY SCHEDULE

|Insert the number of hours and minutes of instruction for each day of the week for the 4 year-old kindergarten program. Hours include recess and time for
11 |pupils to transfer between classes but do not include lunch periods.

12 [ Ln Day of Week Hours
13 |
14
15
16 |
17
18
19 |
20 |

Sunday

Manday

Tuesday

Wednesday

Thursday

Friday

w e |~ o ;[ |

Saturday

=

Total Weekly Hours 0 0

Next, in Step 2, type in the number of hours and minutes of instruction for each day of
the week for these grades.

Type only in the yellow spaces.

Hours include recess and time for pupils to transfer between classes, but do not include
lunch periods.

15



Grade Level Tab Completion (cont.)
Step 3 - Typical Days Off

The following are typical days that school is not in session. Indicate "Yes" if there will be
vacation or holiday for those day(s). Insert "No" if school will not be in session or if
school will not have started or will have already ended. The number of days off are
automatically included for Labor Day, Martin Luther King Jr Day, and Memorial Day; if
the school identifies it is off for those days. For any remaining vacation/holidays that the
school will have off, complete the full days off and partial days off columns with the
number of full or partial days the school will have off and the total number of hours and
minutes it will have off.

STEF 3-TYRcaAL Davs OFF

e fory e e Jeys T wchood m ot seesEn Socuts Yes© £ ihers wit be recaon or Solcey 120 hone deyisl rreert “he” f mchool wel ot te 1 sessEn or
oo il ot tave wimemt or wel have stwesy eraed The e of deym o e esorwicaly MULoes o et Oey Man LSt vy Dey et Mesore Gy
e ol cere e o fir Fome Seys " or ey (eTEEcay «ecen b ohieys tekra Tt 1 a3 el et S CoTesets 1o Al deym of wd perle Gers o CSuTers
-t S i oF P 0 et Cwe Em wctoc e wm e o el B i e oF ~cure e rwses f el Seve o

Ful Deys OF Partis Days OR

Duteis) School Wil Not Be in | Number of
Session or Wl Mave & Partel | Full Days |Totsl Mours|  Tots Fartal
Dy o o
9720
13672030 - 1173773000
IOV - VIO 1
Iyt 2
OIS0 - oSl |
531721

TOA3/3030 - 10723/5030

1
i
"
i

¢
¥
o o

14 [ Martn Luther ®ng = Dwy
15 | Gerng Brew

glelelee]ee]

1
2|
0]
1
[
1
2|

=

18 Merrorie Dy
17 17 amcher Corferences
T2 Total Time OF in Skep 3

In Step 3-Typical Days Off we have listed typical days that some schools are not in
session.

For each line indicate “YES” if there will be a vacation or holiday for those days.

Type a response in the yellow blanks. First begin with the Will the School Have Off?
column. Use the drop-down arrow to indicate “Yes” or “No.” If the response is “Yes”,
make sure the next section is completed with the exact number of full and partial days
the school will not be in session for that listed day off. Then list the total number of
hours and minutes that you will not be in session for each holiday.

16



Grade Level Tab Completion (cont.)
Step 4 - Partial/Early Release Days

Include any early release days or partial days in Step 4 that are not already included in Step 2 or 3. If the school has an
early release every week, the early release should be included in Step 2 rather than in this Step. For example, if the
school has 8 hours of instruction Monday through Thursday and 4 hours of instruction on Friday, 4 hours should be

inserted on Line 8 and each Friday should not be identified as an early release day in this step.

If needed, you may list several dates on a single line.

STEF 4 FARTALEARLY RELEASE DAYS

fEiTe WYy Sety ‘EeEe SR of Serte deys Selow Pmt e Sof eesdy foluded = Ses 2 or 3 I the school he en sty reieee Seary week, e sarly releess shoukd be
ncuded n Step 2 nether the . B Step For exermpie. # he sctoo *am § hours of mstrocton Moncey Broug® Thoradey e 4 Sours of MefrucSon on Fridey, 4 houns
whoukd be raees o Lne £ and sech F oy should Not be 1I0eTiec e e Be™y (et Suy T e Sieg

19 A e school hees sy Mieese deys Nt ersedy NooEorEied 1 e weskly schedule N S 2 o pertel deys not identtes n Step 57 Yeu

Oateis) School WAl Have a Partal or Early Melease Dey Do ced Foiuce sardy reesse | Number of | Total Hours Tous

Ln | Emly RelsasaPartial Days | et i i e stancle schedde in Step 2 or deys off Sertfed in Sep 3 Doy on Minutes O
2 | Ewrty AniemaS ete Dwm 062372020, 11052020, 02182020 3 2 45

In Step 4, list any partial days that are not already listed in Step 3.

You may list several dates on a single line if necessary. Do not include the dates school
will not be in session before the beginning date or after the end date, even if the first
week or last week of school is not a full week.




Grade Level Tab Completion (cont.)
Step 5- Other Full Days Off

For Step 5, list any additional full days off, between the beginning and ending of school dates,
that are not already listed in Step 3.

STEF S-OTHER FULL DAYS OFF

LUint wry vaceton deys betwee~ e Segrning end erdisg dete o~ Lines 1 erd 2 St e not siresdy n Seg 2 For sech e ndcste Be hours erd mincies et e

mchool dey wil be educed D0 NOT Include Bw dates school il not be In before the date of sfEr he end date. even IT e Ars! weel of last
weeh of schood I3 not 8 Rl weeh. The hours for Bese dates are In the

Numiber of | Tols Hours Tous
Ln Date{s) Schood WII hol Se n Not 'y Wed in Step 3 Days O on Minutes O
21 J0211 52001 ::LJ 45
22 105272021, 05282021 p: 13 30
3
24 1 | |
25
2= | Total T OF in Step § L 19 rs
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In Step 5, list any full vacation days between the beginning and ending date on Lines 1
and 2 that are not already in Step 3. For each line, indicate the hours and minutes that
the school day(s) will be reduced. DO NOT include the dates school will not be in
session before the beginning date or after the end date, even if the first week or last
week of school is not a full week. The hours for these dates are automatically included
in the calculation.
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Grade Level Tab Completion (cont.)
Step 6 - Instructional Hours

STEP 6 will summarize the hours of instruction provided and the number of
hours required.

STEP 6-INSTRUCTIONAL HOURS

| 27 [Number of Instruction Hours This is the number of hours calculated based on the information above.

28 |Required Instructional Hours Thiz is the minimum number of hours the school must have.
| 28 |Recommended Instructional Hours The DPI recommends having at least 32 extra hours for unplanned days off
| 30 |Do the hours meet the requirement? |Yes

=

At the bottom of the page, STEP 6 will summarize the hours of instruction provided and
the number of hours required.

We recommend that schools add extra hours to their total hours to account for
unplanned days off, such as snow days.

The bottom line will indicate whether the requirement is met or not.
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Grade Level Tab Completion (cont.)
Step 6 - Instructional Hours

Ensure message at bottom of page says:

“Do the hours meet the requirement? Yes”

STEP 6-INSTRUCTIONAL HOURS

| 27 |Number of Instruction Hours This is the number of hours calculated based on the information above., 1,164.50

| 28 Required Instructional Houra Thiz iz the minimum number of hours the school must have. 1,050.00
| 29 |Recommended Instructional Hours The DFI recommends having at least 32 extra hours for unplanned days off 1,082.00
| 30 Do the hours meet the requirement? |Yes

20
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The spreadsheet will calculate whether your school will meet the required hours or not.

Complete the sheet for each grade offered by the school.

Make sure each page has a “Yes” at the bottom of the page.



Report Submission

« After all pages have been completed and show no error messages, save your data on
the school's computer/server.

* The Choice Administrator for a new school must sign and date the cover sheet, then
submit the Excel file to the DPI by the due date. The report must be emailed to
privateschoolchoice@dpi.wi.gov from the Choice Administrator’s email. See the

Excel Instruction tab on report for additional information.

» Continuing schools, do not need to submit DPI Excel Hours of Instruction Calculator

but may use it to help them complete the annual hours of instruction submission in
OAS through the September Count Report.

_;

Save this report on your computer or in a location where others may access it for future
revisions or review.

After all pages of the report are completed, the Choice Administrator must
electronically sign and email the Excel report to privateschoolchoice@dpi.wi.gov.

Continuing schools may use the DPI Hours of Instruction Calculator in the report to help
them complete the annual hours of instruction submission in OAS through the
September Count Report. Please see Training 9-3: 3rd Friday in September & 2nd Friday
in January Count Reports for more information about that submission. However,
continuing schools do not need to submit the Hours of Instruction Calculator. DPI highly
recommends having one filled out on file at the school.
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Questions

Website: https://dpi.wi.gov/parental-education-options/choice-

programs

Email: privateschoolchoice@dpi.wi.gov

Phone: 1-888-245-2732 ext. 3 O

——

If you have any questions about the information discussed in this training, please see the
Private School Choice Programs homepage. The left menu bar of the Private School
Choice Programs homepage has resources for both schools and parents.

Choice schools may also contact the Choice team at privateschoolchoice@dpi.wi.gov,
or call the toll-free number at 1-888-245-2732, extension 3 with questions.
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